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State of Hawaii eProcurement System
HIePRO

Orientation for Department
Administrators

Purpose of Today’s Meeting

First Look at HIePRO

Overview of requirements for enabling your
department in HIePRO

Brief Overview of Transition and Timeline

There will be further training on the How-To’s
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Why Change

HePS
e Aging technology
* Mainland Location

* No automatic public awards site. Must post
awards manually.

e Multiple options in HePS > confusion for
buyers

HIePRO

* Newer Technology
* Platform facilitates expanding eProcurement
* Locally located

* Better integration with Hawaii Compliance
Express (HCE)

* Public searchable Solicitation Notices and Awards

* Less cost to vendors/state
(Awarded vendor pays .75% of initial award,
capped at $5,000)
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Advantages to Departments

More efficient

Solicitation notices and Awards are posted
automatically to public site. No more manual
posting of awards.

Less posting > fewer data entry mistakes >
fewer procurement problems.

More user friendly. Cleaner looking.

Advanced options built so they are not
overwhelming to newer users.

Advantages:
Less Cost

e HIePRO
.75% of initial award
cap of $5,000 for each award

e HePS
.85% of award and extensions
cap of $5,000 for each award
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Advantages:
Built for Changing Technology

* Mobile-ready
Built to be viewed/used on mobile devices.

HIePRO Landing Page

RO eProcurement System
awaii SR

A Home

'Weicome 10 the HIBPRO (State of Hawal eProcunement) system provided by the Stale Procurement OMce. This well appication was devesoped 1 PROMOlE DOSN COMPESHON and IrAnSpanncy when
Purthaning goods. Services and consiicton We appreciale you Convents and suggestions

Vendor Registration

(D Register a5 a Vendor, Alveady completed the HePs Vendor Reghstration? if 0, log in.
275D Login to your account

(I

Leam more atut s appication and how b0 Use & mcluding informabon for vendors wishing to compete for conracts. infarmation on solotatons and awands, and state agencies using this sie

State Procurement Office
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Public Search for Solicitations

B State of Hawaii eProcurement System
o) I H1-PRO .
S HlePRO -

Public Search for Awards

HIePRO eProcurement System

Statc of 1 !:m'.:lii_w

Notice of Award Date on or after Scheduled Start Date on or after End Date or Delivery Date on or after

Clear Search  Search
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Vendor Dashboard

@ Vendor Dashboard

Submitial tmes vary, please check e SoBCiation for submital ime

'l - ]
Date w Salicitation Title Solicitation Number Action Status of Solicitation
Furmnish and Deliver Computer 13000206 You made an offer for the solicitation 13000206 Aeleased
Lay
Ma Ace of the COTV System. 13000241 You made an affer for the o Released
at the Kalanimoku Building
Showing 1 to 2 of 2 entries
What would you like to do?
Vien i v Awa
Solicitations
T
Notices of Solicitation
She ved Solickations
| |
Solicitation , Department
Number Salicitation Number  Solicitation Title status Category Island Publish Date

Releasen Construction Cahy
#1300 Released Goods and Services  Oahu
E13000006 RFP-13-1001-5 Equipmen:  Released Goods and Services  Statewide
2000203 Released Goods and Services Lana
F13000210 AFP13-100 Releasen Goods and Services  Statewide
BFP13.995.5 Released Goods and Services Statewide
AFF15.1007. 50 Released Goods and Services  Stalewide
RFP-14-1002-5W Build a Bricge over Ala Wal cana Released Conmruction Cahw

tronic gadgets aleased
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User Preferences
Especially Handy for Mobile Devices

Mobile

Notices of Solicitation

State of Hawaii
eProcurement System
HIePRO

71 Show Closed Solicitations
-~

Departmient Solicitation
Solicitation Number  Number

# Home Dashboard

] BAS000208
3 i
& 1 4 IFB-13-888-0
@ Vendor Dashboard || = [ D —
P & Account (burtSEehawaiigov) _g P13000206 RFP-13-1001-5W
Submittal times vary, please check the g . B
solicitation for submittal time § P13000209
< = P13000210 RFP-13-1002-5W
& Vendor Dashboard e -
Solicitation . Solicitation B13o0073% REF-13-529:5
Date Title Number Submittal times vary, piease check the
1 7 2 1.5
SORCRALON T0F SUBMIES Dme P13000237 RFP-13-1001-5W
02/28/2013 Furnishand 13000206 B P130002328 REP-14-1002-5W
02:47 PM  Deliver « =
Computer
Laptop . Solicitation _ Solicitation
Equipment
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Help Chat

8 State of Hawaii eProcurement System
Hle

lePRO

# Hom{

Weome 10 e Hin
purthasng goods

Vendor R

T Regined
€550 Login

Learm mone b . brmpete for contracts misrrsaton o oactators and aeas and wtate apEncies wmng e e I

Transitioning to HIePRO
Using Lessons Learned

* Number of active Buyers for each department.
e Users sign an agreement (similar to pCard).
— Department Administrators maintain agreements.
* Keep lines of communication/information
clear.

— Dept. Administrators are Point-of-contact with
SPO.

— User questions will go to Department
Administrators.
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HIePRO Efficiency

Ensure staff are trained in a timely manner.

— Training schedule for the remainder of the calendar year will be on the
SPO website by the first week of July.

Consolidate the purchasing function for efficacy.

— Fewer buyers > issue more solicitations > more experienced > fewer
mistakes/problems > more efficient & effective.

Buyers who do not issue eProcurement solicitations for 13 months
or more shall be deactivated.
— Dept. Administrator shall deactivate until buyer has retaken training.

— Exceptions may be made by Dept. Administrator for buyers who issue
many solicitations on a cycle longer than 13 months.

Training guides, references, FAQs and videos will be available for
users.
— Short videos as reminders.
— Eventually, (January) basic training for eProcurement function will be
available via video.
— Departments will be responsible for tracking and reporting training
attendance to SPO (quarterly).

Dept. Administrators and Alternates

Required: one (primary) Dept. Administrator

— Only one Dept. Administrator.

Required: one Alternate Dept. Administrator

— May have up to three Alternate Administrators.

An Alternate acts in the absence of the
Administrator.

— Remember to establish hierarchy/procedures if there is
more than one Alternate.

Alternates may also assist the Administrator,
however, the Administrator retains primary
responsibility.
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Administrator Tasks:
Initial Start Up

* Get users in the system - Give users
permission/rights (their role).

— Users set up their own account in terms of email and
password.

— User ID is the user’s email address.

— Administrators need to know the email address in
order to search for the user.

* Business process
— Approval routes.
— Departmental Instructions.

Roles in HIePRO

¢ System Administrator
— Program manager oversees the system (SPO).
¢ Department Administrator
— May also be a buyer and/or approver.
* Buyer
— Full responsibility for the solicitation
— NOT a clerical function- (This is not just posting, it is procurement)
* Approver
— Review and approve the buyers solicitation
— Approvers are not required but recommended as a check and balance

New role-
* Requestor

— Completes the specs/makes the request— buyer then completes the
solicitation document and issues the solicitation.
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HePS Closure

e HePS will go away along with documentation of
procurements.

— Procedures for printing/saving documentation.
* Guidance from SPO.
e Buyers will need to save documentation.

* Departments will need to establish procedures for
solicitations conducted by buyers who are gone.

* Department Administrators - department-wide reports.
— Procedures for “paper” extensions/amendments to
awards conducted in HePS.
* Advise to use HIePRO for new contracts with extensions.

Transition Plan
* June/luly-
— SPO will issue initial solicitations on HIePRO as part 1 of
pilot project.
— Vendors will be advised to register in HIePRO and trained.
— Department HePS administrators will oriented and will be

and trained - departments can be set up and approval
routes created.

— Departments or divisions/offices wishing to transition as
part of pilot are welcome to begin (upon being trained).

— New and current eProcurement buyers trained in
HIePRO.

— Dept. Administrators deactivate HePS buyers who have not
used HePS in 13 months or more;

— Dept. Administrators begin notifying buyers to print/save
HePS documentation.
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Transition Plan
(continued)

* August/Sept-
— HIePRO training continues. —Once trained, users will use
HIePRO.

— Administrators continue deactivating buyers in HePS who have
been trained in HIePRO

* September —
— no new procurements in HePS.

— Administrators continue to remind buyers to print/save HePS
documentation.

— Administrators begin creating department wide reports.
* October-

— Administrators finish creating department-wide reports.

— HePS closes.

Questions?

Thanks for attending!

Questions on eProcurement?
hiepro@hawaii.gov
Mara Smith 808-587-4704
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